Match Grant Internship 

Job Title: 

Match Grant Program Intern, Refugee Services

Location: 



1330 W. Peachtree Street 

Suite 300






Atlanta, GA 30309

Supervisor: 



Match Grant Employment Specialist

Organization: 


Lutheran Services of Georgia, Refugee Resettlement
Stipend: 



Unpaid, reimbursement for mileage provided

Internship Information:




The Matching Grant Program seeks undergraduate or graduate students for Spring, Summer, and Fall internships. All interns are required to work a minimum of 200 hours per semester with a flexible schedule and to work directly with the Matching Grant Program staff to assist refugees gain self-sufficiency, to meet fundraising requirements, and to provide administrative assistance. The internship is unpaid but the intern will conclude the internship with a portfolio of marketable experiences in the field of refugee resettlement, human services, program coordination, and fundraising. 


Summary of Position:

· Provides basic administrative and programming support.

· Participates in efforts in conjunction with the Job Developer and Program Manager to meet the needs of clients and program requirements.

· Assists the Job Developer with employment orientation, training, and counseling. 

· Assists with the reporting of employment and financial activities required for the 120 and 180 day reports.

· Assists with initial intake interviews and develops resettlement/employment plan. 

· Contacts employer and refugee after hire to identify and to help resolve any adjustment problems. 

· Participates in the new employee orientation when required by the employer.

· Assists the Job Developer to identify and contact prospective employers.

· Prepares for and accompanies refugees to interviews and schedules appointments.  Monitors results of the interviews. Assists refugees to complete and submit forms or applications for employment.  

· Provides follow-up and support for refugee in employment and financial matters under program requirement and needs. 

· Provides transportation to interviews and job related activities

· Conforms with and abides by all regulations, policies and work procedures. 

· Provides direct services to/for LSG clients as assigned in a professional, courteous and caring manner while maintaining personal and professional boundaries in the performance of the job.

· Works with various community organizations that provide services to refugees.  

· Participates in in-service training and conferences related to refugee services.

· Participates in LSG functions.

· Participates as a team player with staff.

· Participates in Matching Grant and LSG functions and activities.

· Performs other duties as assigned to meet program needs.

Outcomes:

· Successfully accomplishes and documents as required all tasks assigned in a timely manner. 

· Reports to MG Program staff all accomplishments and communicates client’s issues and concerns. 

Minimum Qualifications:

· Currently enrolled in an accredited college or university undergraduate or graduate internship program. 

· Ability to work unsupervised in field settings with challenging population.

· Documented experience planning and organizing appointment schedules.

· Experience or strong desire in working with people from a variety of cultures and ethnic backgrounds.

· Excellent time management skills.

· Basic knowledge of Microsoft Word, email, and Internet.

· Ability to forge a mutually respectful partnership with persons served and their families in which they are helped to gain the skills and confidence to address any issues and problems they face.

· Conviction about the capacity of people to grow and change.

· Ability to work in partnership with other team members.

· Ability to set limits and maintain the helping role of the practitioner and to intervene appropriately to meet the needs of the persons served or other family members.

· Must own a safe and reliable personal multi-passenger (minimum 3 plus driver) vehicle, hold a valid Georgia Driver’s license and appropriate personal auto insurance, and have a good driving record.

Desired Qualifications:

· College degree in a relevant field such as international studies, foreign language, social work, business, etc.

· Experience or interest in working with refugees and in human service programs.

Physical Demands:

Regularly required to talk and hear. Required to stand, walk, sit, use hand to finger, handle or feel objects, tools or controls: and reach with hands and arms. Required to operate personal vehicle. Employee frequently lifts and or moves up to 50 pounds. Specific vision abilities required by this job include close vision and the ability to adjust focus.

Time Required:

Minimum 12 to 40 hours per week; 200 minimum hours per semester.
*************************************************************

To Apply: Email resume and cover letter to refugee@lsga.org .  No phone calls please. Applications will be accepted at any time however two interns will be selected each January, May, and September for the respective semester.  Start/end dates are negotiable based on the needs of the program and the intern’s schedule. Please include your available times/dates in the cover letter. 

Application Deadlines: May 1 for summer term (internship begins in June); August 1 for fall term (internship begins in September); December 1 for spring term (begins in January).

For More Information:

Contact Melanie Johnson, Volunteer Coordinator for Refugee Services, Lutheran Services of Georgia, at refugee@lsga.org.
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